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'he ba : i c cask of managers .it .1 1 I 
Is to i'.»s ' gi> anil mai nt li" .1:1 eiivir on 
inwhich individuals, worVlng toge the . 
groups, can a cc o mp 1 i s h organizatlo 
oh|cctiv»s. In other wo r Js rnn.if?er« 
charger 1 with r: ii r? r e s 0 o n s t b i 1 i t y 
Caking actions that will make 
possible for individual-; to make t' 
best contributions to o r ga n 1 z a t 1 ' 
objectives. T he common basic task' 
managers, at different levels 
positions, are: 

PLANNING 

Planning Involves selecting objectives , 
strategies, policies, programs and 
procedvires for achieving them; either 
for the entire enterprise or for any 
organized part thereof. Planning if., of 
course, decision m a k i n g , s i n c e It 
Involves selecting from among 
alternatives. T he responsibility for 
planning cannot, be s e p e r a t d fro n 
nanagerlal performance because all 
managers plan, uethe'r they arc at the 
top, middle , or bottom of Che 
organization structure. 

ORGANIZING 

Organizing involves the e s t ah 1 I s !im"n t of 
an Intentional structure 1 ' roles 
through determining the a r t; i v i t i e s. 
required to achieve the goals, (he 
grouping of r ;-..-<: a activities, the 
assignment ot such groups of activities 
to managers, the delegation o!" authorttv 
to carry them out, and provision for 
coordination of a u t li o r i t y a n d 
informational re la t lonsh Ins , hor I zo n r a I lv 
and vertically, In t h e 0 r g a n i 7. 1 t i o n 
st ructure. 

■* 

T he organiza C ion " st rucnire must: fit the 
task, not vice versa, and must reflect 
any compromises and limitations imposed 
on t h e manager by people, since 
organizational roles must be manned. 

STAFFING 

It Involves manning, and keepirg manned, 
the positions provided for b ■> the 
organization structure. Thus, It 
necessitates defining m 1 n :< o w r 
r e q u I r e 'ne n t s loi -a eh job, and it 
Includes Inventorying, appraising, and 
selecting candidates for positions; 
C" mpa ns a t I ug ; training and developing 



hot 



ad ir 



DIRECTING AND LEADING 

Directing and leading are cunc-'m- ! v i t n 
interpersonal relations of managers and 
nonmanagers. it includes orienting 
personnel with the enterprise's 
traditions, objectives and policies; 
organization structure, the 
interdepartmental relationships of 
activities and personalities, and their 
duties and authorities. Once 
subordinates are oriented, the superior 
has a continuing responsibility for 
clarifying their assignments, guiding 
them toward improved performance and 
motivating them to work with zeal^d 
confidence. Leadership is generally 
defined simply as influence, the art or 
process of influencing people so that 
they will strive willingly toward the 
achievement of group goals. 

Directing and I e a ding Is e :< r r c i s c d 
through communications between rnnagers 
and subordinates. E f f e c t 1 v e 
communication is the k-y to n.tnav.er s 
success . 
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CONTROLLING 

It implies measurement of 
of event-; against the Stan 
a nd t h e corr e c t i o n o f 
assure attainment 01 
according to plans. 
Involves: establishment of 
performance, measurement t< 
and correction of deviations. 

COORDINATION 

Many people consider coordination t : be 
a separate function of the manager. It 
seems more accurate, however, 10 regard 
It as the essence of management , for 
ttie achievement of harmony of individual 
efforts toward t he a c c om p 1 i s hme n t of 
group goals. Each of the managerial 
functions is an e x e r r i s ■> i n 
coord i na t 1 on . 



The best coordination 
1 d I v i d u a I s s e e h -> w 
contribute to the d,o:".;:i.< 
enterprise. This implies 
understanding of enterpri-; 
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